CNSPS

SELF-ASSESSMENT

What is a Self-Assessment?

A self-assessment is your written description of your work accomplishments related to the job objectives and the
associated Contributing Factors identified on your performance plan. In the self-assessment, you discuss the results
of your work, the behavior you demonstrated in accomplishing your work, and how your work contributed to
your organization’s goals and your Agency’s mission.

You document the self-assessment in the Performance Appraisal Application (PAA). The PAA has a 2,000 character
limit for each job objective’s self-assessment. You access the PAA through your MyBiz/MyWorkplace account. The
PAA is used to manage the entire performance management process from establishing your performance plan to
rating your performance.

Writing the self-assessment is a voluntary activity, but is highly recommended for your interim and end-of-cycle
reviews. The self-assessment serves as the basis for your manager’s/supervisor’s evaluation of your work. It is your
opportunity to highlight your most significant work achievements using your own words and provides your
manager/supervisor with a clear picture of how you perceive your own performance and contributions.

Guidelines for Writing a Self-Assessment

A self-assessment is your opportunity to list the facts about what you have done during the performance period.

To write an effective self-assessment, you should maintain an ongoing record or journal of major achievements
throughout the appraisal cycle. Records might include written and verbal feedback you received from people within
your department or from sources outside your department. Other examples include recognition or thanks from
others, and notes to yourself about deadlines that you met or tasks that you successfully completed. By documenting
major achievements against your job objectives as they occur, you have the information needed to complete the
self-assessment when it is due.

When writing a self-assessment, the following guidelines may help:

m Restate objectives. Paraphrasing job objectives and Contributing Factors gives your manager/supervisor a clear
picture of how well you understood performance expectations.

m Focus on achievements rather than tasks. Emphasize the results you accomplished, not the steps you took to
create the results. Focus on the service, product, or deliverable resulting from the job objective.

m Highlight your most significant achievements for the rating cycle. Your self-assessment does not need to be
lengthy. Use your achievements to demonstrate how you successfully completed your job objectives.

m Make the connection between what you did and how your work helped the organization. Explain how the
organization benefited from what you achieved or contributed by describing tangible benefits (i.e., a cost savings
to the organization or a solution that enabled employees to better perform their jobs).

m Cite instances where your actions or conduct exemplified Contributing Factors. Your conduct relative to your
Contributing Factors can influence your rating. Highlight specific instances where your behavior made a positive
difference in the outcome of a job objective and how you met or exceeded the “expected” or “enhanced”
Contributing Factor benchmarks.

m Describe any challenges you faced and how you overcame them. Overcoming challenges is an important part of
the overall performance rating. Challenges may be technical or interpersonal in nature. They may also involve
the ability to succeed despite limited resources or difficult circumstances.
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m Describe your accomplishments in terms of the Performance Indicator benchmark descriptors for your pay band and
pay schedule. Without copying the text of the benchmark descriptors, describe how your work met or exceeded the

standards for level 3 or level 5 performance.

An effective self-assessment answers the following questions:

m What did I achieve?
m How well did I do it?
m What behaviors did I exhibit?

m How did it help my organization?

m What special circumstances made my accomplishment even more significant?

ORCA and SCRAM are two models that provide structures to help you answer these questions.

Objective: Your self-assessment clearly identifies at
what level you felt you accomplished the job
objective.

Results: Your self-assessment describes how
you accomplished the job objective at the stated
level and references the appropriate Performance
Indicators without copying the text of the
descriptors exactly.

Contribution: Your self-assessment describes the
critical behaviors you exhibited relative to the
selected Contributing Factor(s).

Added Value: Your self-assessment describes
the value of your accomplishments to the
organization and, if applicable, describes how
you exceeded expectations.

Situation: Your self-assessment provides a little bit
of context so readers understand why you were
assigned this job objective and how it benefits the
organization.

Challenges: Your self-assessment describes any
unusual circumstances you may have faced when
working on this job objective.

Results: Your self-assessment describes your
actual results, including how they benefited the
organization.

Actions: Your self-assessment describes the actions
you took and the behaviors you exhibited in
accomplishing your job objective, linking how
you accomplished your work to the selected
Contributing Factors.

Measurements: Your self-assessment describes how
well you performed against each specific measure-
ment in the job objective, linking what you did
and how well you did it to the appropriate
Performance Indicator.
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Learn More about Self-Assessments

For more information about writing self-assessments, refer to the following resources on the NSPS Connect learning
web page:

m NSPS 101 web-based tutorial

m iSuccess web-based tutorial

m From Expectations to Accomplishments course

m Performance Management for Managers/Supervisors course

m Performance Management for Employees course

m Pay Pool Management for Rating Officials and Employees course
m Action Verbs Tip Sheet

m Assessment Dos and Don’ts Tip Sheet

m Contributing Factors Benchmark Descriptors

m Critical Components of Contributing Factors

m Contributing Factors Fact Sheet

m Performance Documentation Tip Sheet

m Performance Indicators

m Critical Components of Performance Indicators

m Performance Indicators Fact Sheet

m Self-Assessment and Evaluation Comparison Fact Sheet

m Self-Assessment Worksheet

m  Use of Self-Assessments and Evaluations throughout NSPS Diagram
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